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1) W-2 and W3 Forms

To complete the census submission, you must print and save W2 and W3 forms in PDF
Format. We recommend visiting this site for help: Print your W2 (intuit.com)

Please see below for a quickbooks sample:

PDF Format W2 Form Sample

@ signin

b plo Identification numbe _ 12a See instructions for Box 12 |1 Wages, tips, other compensation |2 Federal income tax withheld
Lc Employers ad d7Feogs) °0-0000001 D |s 19500.00 130500.00
Your Company 12b Social security wages 4 al security tax wi
Is 137700.00
12¢
Address Is 150000.00

Social security tips ]

10 care benafits

[iNonousiiedolans 113 gy fevoren  Tuoen

T B

Elsa Rodriguez
Address [T Other

@ Employee's soc. sec. no

136-52-1230
[17 State income tax__________ |18 Local wages, tlps, efc. | 18 Local income tax callty name.

reasury-internal Revenue Service OME # 00001-0001

PDF Format
W3 Form Sample

Q8 W3 sample POF - Adobe Acrobet Standard 200
Fée Edit ndov

@ signin

Q

EMPLOYER COPY DO NOT FILE

For Official Use Only >

a Control number

33333

0000001 OMB No. 0001.0001

OO £l Wiy 43 £ None apply _501c nongovt T Thirapany
K""d x| O ] (] Kind X O sick pay
= Jcar of Statefocal | (Checki

cT1 o Employer honsoic  Stateflocal 501c Federal got | apphcable)

(Check one) (Check one) o] - T ] T

© Towlnumberof Foms W2 | 4 Esbishment number T Wiage. 197, ol compensation 3 Federal income tax wihherd

1 130500.00
= Employer dentiicaton number 3 Sodal secunty wages 4 Social secunty tax wihheld

50-0000001 137700.00
T Employer's name 5 Medicare wages and ips. & Medicare fax wihheid

Your Company 150000.00
Socal secuty Ups

& Allocated tps.

Address

10 Dependent care benefits

Address

T Nonquaified plans 123 Deferred compensation

9 Employer's address and ZIP code 19500.00
T Other EIN used s year

3 For Third-party sick pay use only %

S State  Employer's state | D. number 34 Income tax withheld by payer of third-party sick pay

16 State wages, tps, elc. W State ncome tax

5 Local wages, bps, oic. 7 Localincome tax

Telephone number For Official Use Only

E-mail address.

=» W=3 Transmittal of Wage and Tax Statements 2020 OepnaTh T I

NOTE: If W3 Form is not available, please continue to review guide for instructions for substitute.


https://quickbooks.intuit.com/learn-support/en-us/help-article/print-file/print-w-2-forms/L76UaJUti_US_en_US
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2) Tax and Wage Summary Report and Payroll Summary Report
Tax and Wage Summary

If you are unable to obtain access to the W3 form, please make sure to provide us with

Tax and Wage Summary report from your Quickbooks company file, please see an
example of the report below (ensure to run for the correct dates Plan Beginning year thru
Year-end)

7/20/2020

Sample LLC
Tax and Wage Summary

Tax and Wage Summary

01/01/2021 - 12/31/2021

Federal Taxes (941/944) Total Wages | Excess Wages | Taxable Wages | Tax Amount
Federal Income Tax $162,583.26 $0.00 $162,583.26| $32,385.65
Social Security $180,000.00 $47,100.00 $132,900.00 $8,239.80
Social Security Employer $180,000.00 $47,100.00 $132,900.00 $8,239.80
Medicare $180,000.00 $0.00 $180,000.00 $2,610.00
Medicare Employer $180,000.00 $0.00 $180,000.00 $2,610.00
Total $54,085.25

Federal Unemployment (940) | Total Wages | Excess Wages | Taxable Wages | Tax Amount

FUTA Employer $180,000.00|  $173,000.00 $7,000.00 $42.00
Total $42.00
FL Unemployment Tax Total Wages | Excess Wages | Taxable Wages | Tax Amount
FL SUI Employer $180,000.00|  $173,000.00 $7,000.00 $7.00

Total $7.00
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Payroll Summary

In addition, we recommend providing us with the Payroll Summary by Employee report
in excel format. This report illustrates all employee pre-tax deductions, which are
needed to calculate the gross employee pay correctly. Also, ensure the information is
generated for the correct dates ensure to run for the accurate dates Plan Beginning
year thru Year-end).

) Please see below sample.
Excel File

Payroll Surnmary By Employee Samplexis - Saved ~

File Home  Insert Page Layout ~ Formulas  Data  Review  View  Developer  Help  Acrobat  QuickBooks D 12 Share {2 Comments
[3““ Calibri Jn d A A I General . E BZ Bad Good - | o R = ‘:‘“5“’" T Ay /O
o i |8 1 Uv B S Av SEZ B Bhemacen < §- %> @4 St v News [l | [N e s po, Sk fen e
S BT AR T e Jan-Dec YEAR
AP46 - 3

alB|c D E F G H J K L M N o [P Q (R S [T U |V W |X| Y |7 AA A8 AC AT AE AR AG AK Al AJ AK AU AM AN AO AR AQ (AR AS AT AU AVAWAX AV Az Ba B8 B =

1 Monioa Perez L Anna Wilson Jennier Cortez Ben Gonzatez Stephany Lopez TOTAL

B Hous  Rate Jan_Deo20 Hours  Rate  Jan-Dec20 Hows  Rate  Jan_Deo20 Hours Rate Jan-Deo20 Hous Rate  Jam-Deo20 Hows Fate  Jan-Deo20 Hows FRate  Jan-Dec20 Hours _ Rate Jan—Deo20

3 _|Employee Wages, Tanes and Adjustments T

) 55 Pay

5 Final Pay 000 000 oon 000 o om0 0o oo

6 Gioss 2600 THOD 30000 2700 218300 301M00 o0 123000 133100 300 23300 39100 w0 w00 3Gom | zon 28300 Moo oo 123000 133100 70.00 64563.00
7 ON Call Hours 00 0.00 L1 0.0 o o 0.0 oo
8 Bonus 0m 0o oo 0m oo o om oo
) Holiday Bonus 0 0.0 oon 0 000 I o oo
10 cme 0m 0.0 000 00 om0 om0 om 0o
11 Total Gross Pay 7600 5000 2700 ES 33100 300 EXERET) EETIRET] Somos | o [ .00 84583.00
12 Deductions from Gross Pay

13 401K Emp. 0m 0o oon 0m oo o m oo
14 Child-Spousal Support Gio Mena 00 0.0 oon 00 [ o om oo
15 Child Support - Jorge Aguero 0m 0o oo 0m oo o0 o oo
16 Dental Insurance (pra-tas) 00 0.0 oon 00 [ o om oo
17 Health Insurance (pre-tas) 0o oo 0o oo o0 o oo
18 Other Insurance (pre-tas] 000 oon 000 o0 om0 om om
19 Roth 40Tk Emp. 000 oo 000 oo 000 o oo
2 Total Deductions from Gross Pay 000 G0 0.00 000 0 o oo
21 Adjusted Grass Pay 26.00 9000 | 2ro0 oo [ESCET] 00z EETIRE EXRT] et 0.0 64562.00
22 Tanes Withheld

) Federal Withholding -316.00 300 3300 ) 50300 3200 752000
2 Medicare Employee 331 6313 28 13z 2708 an 9325
2 Social Security Employee -363.15 26333 321 838 3353 26930 -4.00328
% Medicare Employee fddl Tan 000 oon 000 0 om0 oo 0o
27 Total Tanes Withheld “5i6.27 54506 50 g 053402 1506 -12.45353
28| Deductions from Net Pay

2 407K Loan Repayment oo
30 Other Insurance (taxable] 0o
31| Total Deductions from Net Pay 0o
32| Additions to Net Pay

33 Auto oo
34 Insurance Reimbursement oo
35 Medical Supplies oo
3 Telephone GE
57| Total Additions to Net Pay 000
33 NetPay 70.00 5210947
39 Employer Taues and Contibutions
40 Federal Unemplogment 547
Fil i 93825
42| Social Security Company 400828
43 FL-su 42339
44 Total Employer Tanes and Contributions 547833
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4) Census/demographic report (employee data)

In addition to payroll data, you must complete employee demographics.
We suggest downloading a census report from QuickBooks if available.

Please see the instructions for the Quickbooks desktop
e On the home page upper left corner, click Reports. (Fig. 1)
e Goto Employees & Payroll. (Fig. 1)
e Click More Payroll Reports in Excel(Fig. 1)
e Then select 401(k) Reports. (Fig. 1)
e On the gray pop-up window, click the Report Type drop-down arrow, then select
Census. (Fig.2)
e Select Create Report. (Fig.2)

Process Myltiple Reports @

Desktop Statement \Writer Chart of
e Accounts
ggorts from Multipie Companies L

—
Customers & Rigevables »

ftems &
Semices
o »

Sales

Jobs, Time & Mif

vendors & Pavables
Employees & Payroll @
Uy Payroll Summary by Tax Tracking Type

Accountant & Taxes ’ = Empioyee Time & Costs

Payroll Summary

Bydgets & Forecasts »

List »
»

Industry Speafic

moplovee Sick 8 V n History
Payroll em Detail Employee Sick & Yacation Hist

Pavroll Detail Review Employee Qirect Deposit Listing

= Tax Form Worksheels
Employes Eamings Summary S

New! Certified Payroll Repont
rtified Payroll Report

Contnbuted Reports »  Employee State Taxes Detail

Payroll Transactions by Paye

Custom Reports » A pE——s g e
Payroll Transaction Detall

Payroll Liability Balances

THnsacion Lstery Employee Pay Agjustments History
- Transaction Jounal
- mployee Contact List
=) (-] Employe act Lis
Employee YWithholding
tement Statements L R
1arges Payroll flem Listing

Paid Time Off List

Emergency Contact List

NOTE: Save a copy of the Report (Excel File). Remember to save the file on your
desktop or download folder for easy retrieval.
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f% QuickBooks - The Online 401(k) Reports — X

Use these reports for The Online 401 (k), formerly Intuit 401(k). For
other 401(k) services, use the Deferred Compensation Report.

=l

Report Type

Wersion: 1.0.4 Create Report |I

Final note:

Once you obtain all these reports and information from your payroll
provider portal, you should proceed to complete our template request for
the Census. With these reports, you have all the necessary data to prepare
your census report successfully.

We strongly suggest using our Census guide to verify how to input map all
this information correctly on our template. This will significantly expedite
your time required to complete the request.



